
City of Shakopee 
Employee Onboarding Human Resources Checklist 

 
 
Employee Name______________              __        _ Department     _____________________ EE#____________ 
 
PRIOR TO FIRST DAY:    ___________________ 
(  ) Send First Day Email 
(  ) Send Department Onboarding Checklist 
(  ) Prepare Orientation Binder 
(  ) Schedule meet & greet with Administration 
(  ) Reserve conference room for orientation – Include Terri so she is aware of NEO 
(  ) Schedule city picture with Communications – Include Amanda in email (Do not need to schedule for Police) 
ORIENTATION: 
(  ) City Net: 
       (  )  Staff Directory  (  )  Data Privacy Notice   (  ) Social Media Policy   (  ) Wellness (TTFF, Invest) 
       (  )  Pay Plan/Union Contracts (  )  Reimbursements (Boots/Uniform/Tuition) 
(  ) JDE/ESS time card entry 
(  )  Personnel Handbook: 
       (  )  Holidays, Vacation & Sick Leave  (  )  Resignations 
       (  )  Probationary Period    (  )  IT Policy  
       (  )  Dress Code     (  )  Personnel File 
(  ) Employee Benefits Guide  
AFTER ORIENTATION  
(  ) Meet & Greet with City Administrator or Assistant City Administrator 
(  ) Official picture with Communication Division 
(  ) Tour of City Hall 
(  )  JDE ESS Access (Email user ID and password) 
(  )  Evaluations (set-up in NeoGov and send employee instructions) – Not needed for Police  
(  )  Safety Training (send instructions to employee) 
(  )  Make copy of direct deposit form and give to Kim in Finance   
HR/PAYROLL:      BENEFITS FORMS TO BE COLLECTED: 
(  )  Form I-9      (  )  Health Insurance  
(  )  Form W-4 (State and federal)   (  )  Dental insurance  
(  )  Direct Deposit     (  )  Vision insurance   
(  ) Personnel Data Sheet     (  )  HSA/FSA/Dep Care   
(  ) Personnel Handbook Receipt   (  )  Post Employment HCSP  
(  ) IT Policy Receipt     (  )  Life, LTD & AD&D (Check Dependents)  
VOLUNTARY: 
(  ) Supplemental Life                                                       (  )  Deferred Compensation Plans  
  
HR DATE ACTION COMPLETED: 
________Medica Enrollment         _______Add to Health Spreadsheet 
________MetLife Enrollment   _______Add to Dental Spreadsheet 
________EyeMed Enrollment  _______Add to Vision Deduction Spreadsheet 
________Alerus Enrollment   _______Add HSA/FSA elections to Spreadsheet 
________HCSP Enrollment   _______If NCPERS supplemental life, email application 
________NIS Enrollment (email form) _______If NIS (Madison Life) supp life, add to NIS website     
________Enter Dep/Ben info into JDE            _______Add to BW Payroll Changes Spreadsheet 
________Enter Benefit Elections into JDE _______Check SSN on SSA website   


